;. ; OFFICE OF THE SECRETARY OF STATE
- 1 ;2%" APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
T, RECDRDS MANAGEMENT DIVISION
‘ INSTRUCTIONS See Publication No. 76—RM-1 for instructions on completing this form! Forward slgned original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. .
FOR AGENCY USE 1. Agency Addm; . : FOR RECORDS MANAGEMENT USE
Application Date Department of Education ' Application Number
Office of Instructional Services ﬁ
T r— Division of Instructional Media Service 3 36
Application Number Demonstration Section E'ie R'-’ce'gd Date comp'ewd
_ Atlanta, Georgia 30334 JAN 281983 | FEp o 1983
2. Person toc Contact Working Title Telephone Number
Herman Burgess Supervisor, Field Enginheering 656-5985
3. Action Requested
a. Establish Retention Schedule; record will continue to accumulate,
b. - O Dispose of present accumulation; no further accumulation anticipated.
¢. [0 Amend Application-No. Check One: [0 Change; [ Supercede; 0 Void
4. Dateg of Series : 5. Records Series Title (followed by title used in office; if different)
: Earliest - Latest Local Schools Field Strength Readlngs and Dlstrlbutlon
1 10es | on pate Systems Design Files
7] 6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
Field strength readings of signals available fo schools within the coverage area
a - of each ETV station and translator were measured and recorded. Television distri—r <
bution systems are designed for individual schools when requested by Local School
y Systems.
7. Record Series Description This file contains the following documents finclude form numbers and titles, i any):
Attach samples of the file.
Documents relating to: documenting and maintaining electrical field strength readings and
television dlstrlbutlon systems designs for all local publlc schools.
Inciuded are:
Field strength readings measured at each schocl in each system; original drawings
of distribution systems designs.
File is arranged: Alphabetically by counties. '
8. Monthly Reference Rate How often are records referred to which are: :
One to six months oid 10 ____; Seven to twelve months old _l._O__...__: Thirteen to twenty-four monthsoid 10 ;
twenty-five months and oider ___-10 _? '
9. Annual Rate of Accumulation of Records
Lettersize drawers __.___ ____; Legal-size drawers _144___; Shelves ____ " ; Orher (specify)
T v ~ - e - ‘:v
AR-50—71; PFev. 76 - e T ~ (Over}




vEs | NO | 10. Questionnaire  {Place an “X" in the proper column) .
a. Is this the otficial copy of the series? -
X If not, where i it? _ )
X b. Does the series contain confidential information requiring security handling? 1f yes, f‘..‘ite law or regulation,
B K .
X ¢. Is this a vital record? i B
X d. Does this series have historical or'long term research value?
X e. When one or two documents in the file make it necessary to keep the entire file for a long period, oould these
documents be scheduled separately?
X f, 15 the mforma.:on contained in this series ever nubhshed7 !f ves, attach copy,
X g ls the mformataon contained in this series ever analyzed and/or recorded in a summarized report?
tf ves, attach copy, ]
X h. Is there a duplication of this series in your office, or in another office or agency?
if ves, where?
X i, Isthi tLMor portion of it} vegularly microfilmed?
X i. Does the record series resuly in a computer printout? : i
11. Retention Requirements The foliowing requires the series to be kept:
a. State Law - years, d. Audit period 7 years,
. Statute of limitation o — = - years, -e. Administrative need : blde, life _ wears,
c. Federal law o YEars. ¥. Federal retention instructions — YpETS.

Attach copy or excert of laws or regulations. Explain administrative need, . Office administrative needs:
Readings never change; Immediate access will always be important office
requirement in working with local schools.

12. Approved Disposition Instructions = This agency recommends that the file series be cut off at the end of each:

[3 Calendar Year; 13 Fiscal Year; ® Other __See Eelow then,
{7 Holdinthe current filesarea - monthis} —_________vear(s): then
3 Transfer to local hoiding area: hold ________ vyear(s); then
{3 Transter 10 State Records Center;hold . vyear(s); then

1 Destroy.
] Transfer to State Archives for permanent retention.
R Other [Specify)

Hold in current files until building ceases to be used as a school; then'destroy;

These instructions apply to all prior and future accumulations of the series,

Agengy Head/Designee (Signature) » Date - | Records Management Officer [Signature) Date

Fan

7 6/449 /7/;?77/53 ija.Muu Z @ME}MM t-27-23
U State Records Committee (Signature) Date '
Recommendations in para- : ' . ]
graph 12 are approved. State Auditer/Designee <’}l - M .\Z-»v‘/‘“j ’/P'A‘j

{If disapproved, attach letter

of explanation.) (§ Secretary of State/Designee W Ut dom— "7’5 )3

Attorney General/Designee j’.. E 6 3
AR-50-71; Rev. 76 (n-vem Side)




